YE - A-8 — ACCRUE EXPENDITURES (ACTIVE POs)

Source Document:

Module:

Roles:

Goods and Services Invoices
General Ledger (GL)

GL Journal Processor
GL Journal Approver



YE - A-8 — Accrue Expenditures (active POs) (cont’d)

Purpose: At year-end, the A-8 entry accrues actual and estimated
expenditures as Accounts Payable or various Due To accounts for goods and
services received as of June 30, but not vouchered for payment by June 30.
The A-8 entry should be entered in the GL module in period 998 and reversed
in the new vyear.

Separate all invoices with active POs that need to be accrued at year-end. POs
record an encumbrance in commitment control. Due to the encumbrances,
the GL Processor will enter two accrual entries in Period 998 for the:

1. Invoice accrual
2. Encumbrance reduction

Both accrual entries will be manually reversed by the GL Processor in Period 1
of the new fiscal year.



YE - A-8 — Accrue Expenditures (active POs) (cont’d)
The A-8 entry will debit an expenditure account and credit a current liability
account. The encumbrance reduction will only credit the expenditure account.
Two (2) journal entries will look like this:

1. A-8 Entry for Goods and Services Invoice*

Debit 5xxxxxx Expenses
Credit 2000100 Accrued Accounts Payable

2. Encumbrance Reduction Entry **
Credit 5xxxxxx Expenses

Both expenditure accrual and encumbrance reduction journals will reverse in the
new fiscal year.

Note:
* The A-8 entry for goods and services invoices with POs should have a credit account of 2000100, regardless

of supplier type. This will ensure that the correct accounts are reflected in the Budgetary Legal Ledger.

** Encumbrance reduction entry must pass budget check and decrease encumbrance in the commitment
control. This entry must use the same chart field lines as the A-8 entry. The encumbrance reduction entry
will not offset the A-8 account 5xxxxx chart field lines because this journal does not post to GL module.
Therefore, encumbrance reduction Journal Status and Budget Status must stay as Valid “V” and Valid “V” and

not post in GL module.



YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will enter the A-8 entry in the GL Module.

To enter the A-8 journal entry, the steps for the GL Processor are:

1 — Navigate to General Ledger > Journals > Journal Entry > Create/Update Journal Entries

2 — Enter your Business Unit
3 — The date should be 6/30/20XX

4 — Click Add
Favorites = Main Menu - » General Ledger= * Joumnalz+ > Joumnal Entry » »*  Create/Update Journal Entries
Cal

Create/Update Journal Entries

Find an Existing “Valus Add a New Value

3u5ineser‘i=;\ 2

Journal IDMEXT

Journal :Ia'. [T 3
Zdd 4

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit



YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will create the journal header. The steps are:
1 — Enter a Long Description for the A-8 entry

2 — Change the adjusting entry to Adjusting Entry

3 — Enter the source: ACC

4 — Change the period to 998

Favorites Main Menu + > General Ledger~ > Journals~ > JoumalEntry~ > CreatefUpdate Journal Eniries

Header Lines Totals Errors Approval

Business Unit 8860 Department of Finance Joumnal ID MEXT Joumnal Date 06,/30/20KX
Journal Description/Legal Authority |[FY 202X A2 Accounts Payable Accrual 1
and Reason for Request

19 characters remaining

*Ledger Group MODACCRL Q Adjusting Entry] Adjusting Entry | 92 w|

Ledger Q Fiscal Year 20%X
SCO Type of Transaction Q, Period =t 4
sourcefACC_—]a 3 ADB Date[ o6 /501200 ]
Reference Number/SCO TC L] Auto Generate Lines

Journal Class Q (] save Journal Incomplete Status

psTClal Q [ Autobalance on 0 Amount Line
SJE Type| v Cera

Currency Defaults: USD F CRRNT [ 1

Aftachments (0)

Rewversal: Do Not Generate Reversal Commitment Control

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 5



YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will enter the journal lines:

1 — Click on the Lines tab

2 — Enter Debit line: Approp Ref, Fund, ENY, Account, Program, Rptg Structure, Amount
3 —Click on + to insert a line

4 — Enter additional DR lines as necessary

5 —Insert a line and enter Credit line to record the current liability account

Main Menu - ¥

General Ledger = >

Journals = > Joumal Entry » >  CreatefUpdate Journal Entries

teaderl Lines Totals Ermors Approval
Unit 3360 Joumal ID  NEXT Date 06/30/2000K
Template List Search Criteria Change Values Wiew Audit Logs
Inter/intrallnit *Process | Edit Journal v Process Line 3
Lines Personalize | Find | 2 IE
Select Line *Unit *Ledger aep?rop Fund ENY Account Alt Acct Program Rptg Structure Amount Budget Date
Z 1 3860 MODACCRL 001 0001 200K A150700 00000M 6770010 88604000 2,900,000 |DE/30/200
4 2 8860  |Q MODACCRL 001 |G D001 |G 20KX|Gy |5340330 |G DOCODOONG, 6770010 Q5504000 |G 470,00 |DE/30/200X
5 3 8860 | MODACCRL 001 |@ 0001 |Q [200¢|Cy, (2000100 |Cy |DOODOONCY, 6770010 L | 88604000 L 3,370,000 |DE/30/200K
3
Lines to add 1 %
Totals Persanalize | Find | View All | &2 | E First ‘&) 1of1 ‘B Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
8860 3 3,370.00 3,370.00 N M
5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 6




YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will run the Edit Journal process:
1 — Select Edit Journal
2 — Click Process

3 — Check that the Journal Status and Budget Status show “V” for Valid once the Edit process is
completed.

4 — Notice how the debit and credit amounts equal each other for the invoice accrual entry.
5 — The system will assign a Journal ID. Write down the Journal ID on your invoice for reference.

Main Menu - » General Ledger- > Journals = > Joumal Entry » » CreatefUpdate Journal Entries

Header Lines Totals Errors Approval
Unit 360 Journal ID 5 Date 06/30/20XX
Template List Search Criteria Change Values View Audit Logs
Interintralnit “Procesleclit Journal I 1 v I Process I 2 Line 3
Lines Personalize | Find E
Select Line *Unit *Ledger ,ég;}rop Fund ENY Account Alt Acct Program Rptg Structure Amount Budget Date
8860 |3 MODACCRL 001 |GQ 0001 (@ [20xX|Q (5150700 |y ([DODOOO4G 6770010 @ (38604000 |3 2.900.00 06305200
2 8860 | MODACCRL 001 |Gy D001 |Q [20XX|Q (5340330 |y (DOD0OONCGY, 6770010 |3 (98604000 O 470.000 06730520004
3 5860 |G MODACCRL 001 |G D004 |(Q [20X|Q (2000100 | [DOO00MCY 6770010 | | 88604000 3 3,370,000 0673052000
3
Lines to add 1 =] [E
Totals Personalize | Find | View All | £ | E First ‘&) 10of1 &/ Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
5860 2 4| 22700 2,270.00 | v |3

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 7




YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will submit the Journal for approval:
1 — Select Submit Journal
2 — Click Process. The journal will workflow to the GL journal approver, and your journal will show

as Pending. Once approved and the journal has gone through the batch process (adhoc or
overnight), the Journal Status will show as “P” for Posted.

Main Menu - » General Ledger- > Journals = > Joumal Entry » » CreatefUpdate Journal Entries

Header Lines Totals Errors Approval
Unit 2560 Joumal ID 0000500655 Date 0630020
Template List Search Criteria Change Values View Audit Logs
InterfintraUnit *Process | Edit Journal v I Process I 2 Line 3
Budget Check Journal
Lines Copy Journal Personalize | Find | 0| &
Delete Journal
Select Line *Unit *Ledger ‘aEdil | Pre-Check Alt Acct Program Rptg Structure  Amount Budget Date
Edit Chartfield
8360 |@ MODACCRL [0 Ed"tJJUUf"a'I R, [boooooiq, (6770010  |@ (38604000 |G 2,900.00 [D6/30/20XX
ost Journa
2 AA60 Q MODACCRL 0| Print Journal [ 0000004 Gy 6770010 Q) 53604000 |G 47000 D&F30/20004
Fafresh Journal

2 3860 |Q moDACCRL ] [t . 000000 (6770010 @ 88604000 | -3,370.00 D&/30/20XX

3

Lines to add 1 =]

Totals Personalize | Find | View All | B | B First ‘&' 1of1 ‘& Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
8860 3 3,370.00 3,370.00 W W

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 8




YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will create a secondary journal entry to record the encumbrance reduction. The
steps are:

1 — Navigate to General Ledger > Journals > Journal Entry > Create/Update Journal Entries

2 — Enter your Business Unit

3 — The date should be 6/30/20XX

4 — Click Add
[ Favorites + Main Menu - *» General Ledger-= * Joumnalz+ > Joumnal Entrj.r = » Create/Update Journal Entries
Cal

Create/Update Journal Entries

Find an Existing “Valus Add a New Value

Susiness Unifgge0__Ja 2
Journal IDNEXT

Journal Datg 0630203 | [ 3

Add i

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 9



YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will create the Journal Header:

1 — Enter a Long Description for the encumbrance reduction

2 — Change the adjusting entry to Adjusting Entry

3 — Enter the source: ACC

4 — Change the period to 998

5 — Click the Commitment Control Link, and select Encumbrance
6 — Click OK

Favorites « Main Menu - » General Ledger+ > Journals~ > Journal Entry » > CreatefUpdate Journal Entries

Header Lines Totals Errors Approval

Business Unit 8860 Department of Finance Journal 1D NEXT Journal Date 06/30/20XX
Journal Description/Legal Authority JFY 200X Encumbrance Reduction from A2 Entry AP Accrual Related to PO I 1
and Reason for Request

187 characters remaining
*Ledger Group MODACCRL |3 Adjusting Entry | Adjusting Entry | 2 ~|

Ledger Q Fiscal Year 20xX Commitment Control
SCO Type of Transaction a, Period4

*SoUrce Q 3 ADB Date| 6/30/20XX Commitment Control Amount Type

Actuals and Recognized

Reference Number/SCO TC [ Auto Generate | 5
D 5 J T Y Pre-Encumbrance
Journal Class O\ ave.Journa Collected Revenue
|:| Autobalancedn Actuals, Recognize and Collect
PSTCIGL Q Planned
SJE TYIJEl V| Lera Bypass Budget Checking
Currency Defaults: USD / CRRNT /1 Override

Attachments (0) Override User ID

Override Date
Reversal: Do Not Generate Reversall ic

6 Cancel Refresh

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 10



YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will enter the journal lines for the encumbrance reduction:
1 — Click on the Lines tab.

2 — Enter Credit line: Approp Ref, Fund, ENY, Account, Program, Rptg Structure, Amount
3 —Click on + toinset a line

4 — Enter additional CR lines as necessary

Main Menu - » General Ledger- > Journals = > Joumal Entry » » CreatefUpdate Journal Entries

teadg'_ Lines Totals Errors Approval

Unit 5350 Journal NEXT Date  0G/30/20XX
Template List Search Criteria Change Values View Audit Logs
Interfintralnit *Process | Edit Journal v Process Line 2
Lines Personalize | Find | 2 IE
Select Line *Unit *Ledger .éstprop Fund ENY Account Alt Acct Program Rptg Structure Amount Budget Date
2 1 8860 |Q MODACCRL 001 |G D001 |Gy 20XX|Q 5150700 |Q (DOODOONG, 770010 |Q (88604000 |G -2,900.00 061304203
4 2 8860 |G MODACCRL 001 |G (0001 |G [200X|Qy 5340330 |y DO00DDDIG, 6770010 Q) 58604000 -470.00 061304200

3 >
Lines to add 1 = @

Totals Personalize | Find | View Al | £ | EE First ‘&' 10of1 ‘&' Last
Unit Total Lines Total Debits Total Credits Joumnal Statusz Budget Status
8860 2 0.00 3,370.00 N N
5/30/2019

Prepared by Department of Finance, Fiscal Systems and Consulting Unit 11




YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will run the Edit Journal process:
1 — Select Edit Journal

2 — Click Process

3 — Check that the Journal Status and Budget Status show “V” for Valid once the Edit process is

completed.

4 — Notice how there is no debit amount for the encumbrance reduction entry.

5 — The system will assign a Journal ID. Write down the Journal ID on your invoice for reference of

the encumbrance

reduction.

Main Menu - » General Ledger- > Journals = > Joumnal Entry - CreatefUpdate Journal Entries
Header Lines Totals Errors Approval
Unit 3860 Joumal ID} 0000500678 5 Date  0B/30/200(
Template List Search Criteria Change Values View Audit Logs
Interfintralnit “Processl Edit Journal I 1 | Process I 2 Line 2
Lines Parsonalize | Find | 2 Q
Select Line =Unit *Ledger gepfrop Fund ENY Account Alt Acct Program Rptg Structure Amount Budget Date
2860 G, MODACCRL 00 G, D001 |G 20XX|G 5150700 G, |DDODDMMG, (B770010 G, 38604000 |Q -2.900.00  06/30020XX
2 8860 |Gy MODACCRL (001 (@ (0001 |Q 20XX|Q, 5340330 |Q D000DODICY 770010 3 (38604000 | -470.00  0B/30/203C¢
»
Lines to add 1 =]
Totals Personalize | Find | View All | £ | E First ‘& 10of1 ‘&' Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
5860 2 4 0.00 3,370.00 v v 3
5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 12



YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will submit the Journal for approval:

1 — Select Submit Journal

2 — Click Process. The journal will workflow to the GL journal approver, and your journal will show
as Valid. After the journal is approved, do not “post” this journal. The encumbrance reduction
Journal Status and Budget Status should stay as Valid “V” and Valid “V”.

Main Menu - » General Ledger- > Journals - > Joumal Entry » > CreatefUpdate Journal Entries
Header Lines Totals Ermrors Approval
Unit 3560 Journal ID DO00DS006TS Date  Q6/30/200
Template List Search Criteria Change Values iew Audit Logs
InterfintraUnit *Process [EGT Jourmal v | Process |2 Line| 2
Budget Check Journa
Lines Copy Journal Personalize | Find | 7| [
Delete Journal
Select Line *Init *|edger ‘é Edit / Pre-Check Alt Acct Program Rptg Structure  Amount Budget Date
Edit Chartfield
3860 |@ MODACCRL [0 EE“TTJUUFHE'I %, Doooooiq, 6770010 |@ 23604000 (@ 2,900.00 |06/30/20%X
ost Journa
2 5860 |G MODACCRL 0| Print Journal l D0ODDODIC: 6770010 Q52604000 |Gy -470.00  06/30/203X
Refresh Journal
Submit Journal 1 >
Lines to add 1 =]
Totals Personalize | Find | View All | 2 | @ First ‘4’ {1of1 ‘& Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
8860 2 0.00 3,370.00 W W
5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 13




YE - A-8 — Accrue Expenditures (active POs) (cont’d)

Reversing Entries in the New Year

After the A-8 entry is approved and posted in Period 998, the GL Journal Processor
will copy the journal to create the manual reversal entries in Period 1.

Accrual journal entries must be manually reversed in Period 1 of the new fiscal year.

Note:

= DO NOT use the “automated reversal” option. This method will create budget
check errors in the new year.

=  Year-End accrual entries in Period 998 and the reversal entries Period 1 should net
to zero.



YE - A-8 — Accrue Expenditures (active POs) (cont’d)

To create the A-8 reversal entry in Period 1 of the next fiscal year, the steps are:

1 — Navigate to General Ledger > Journals > Journal Entry > Create/Update Journal Entries, and

click on the Find an Existing Value tab
2 — Input the journal ID to retrieve the A-8 entry
3 — Click Search. The A-8 entry should appear.
4 — Click on the Journal ID

Main Menu - > General Ledger~ > Journals~ > Joumnal Entry » > Create/Update Journal Entries
Find an Existing Value Agd a Nenw Value
Search Criteria
Business Unil| = 5360 Q,
surnal 10/ begins with + (0000500855 2
Journal Date| = v [
Dotument Sequance Mumber, begins with «
ne Business Lnit| = » Q,
Journal Header Status = v v
Budget Checking Header Stafus = v v
Source|= ¥ Q
Message Code Degins with v q
Entered By begins with v Q
Attachment Exist = v v
Casae Sensitive
Search Clear | Basic Search & Save Search Criteria
Search Results
§ § Document Line Joumal Budpet Jourmal Joumal Joumal Met
Business Journal UnPost i i Ledper i Mesaape Cumrency i i
Jowrmal 10 = Sequence Business Header Checking = Source Total Total Statistical Journal Description
Unit Ciate Sequence ) a CEroanp Code Code )
Humber Uit Status Header Status Lines Debity Units
84860 00655 PEE020000 (blank 8360 Pastad Walid MODACCRL ACC  (plank) USD 3 3370 0 FY20XX A8 Accounts

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit
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YE - A-8 — Accrue Expenditures (active POs) (cont’d)

To reverse the A-8 entry in Period 1 of the new fiscal year, the GL Processor should:
1 - Go to the Lines tab

2 — In the Process field, select Copy Journal
3 — Click Process

Main Menu - » General Ledger- > Journals - > Joumal Entry » > CreatefUpdate Journal Entries

beadeﬂ_ Lines Totals Errors Approval

Unit 2280 Joumnal ID Q000500855 Date 06/3002053
Template List Search Criteria Change Values Wiew Audit Logs
Interfintralnit *Process i Edit Journal T | Process I 3 Line 3
Lines 2 Personalize | Find | @| E
Select Line *|Init *Ledger ‘é Edit / Pre-Check Alt Acct Program Rptg Structure Amount Budget Date
Edit Chartfield
8860 |@ MODACCRL [0 Ed"tJJC'UF”a'I n, [0o0DODI@, 6770010 @ (88604000 @ 2,900.00 [D6/30/20XX
ost Journa
2 3360 Q. MODACCRL 0| Print Journal i, [DOODOMH Gy 6770010 Q58604000 |Gy 470.00( [D&F3020XK
Refresh Journal
3 8360 |G MODACCRL Submit Journal i |poooooicy, 6770010 |5 8se04000 |Gy -3,370.00 |DE/3020XK
4
Lines to add 1 =]
Totals Personalize | Find | View All | 2 | b First ‘& 1of1 & Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
aa60 3 3,370.00 3,370.00 P A

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 16



YE - A-8 — Accrue Expenditures (active POs) (cont’d)

Edit the Journal Entry copy:
1 — Change the date to 07/01/20XX for Period 1 of the new fiscal year.

2 — Check the Reverse Signs box
3 —Click OK

Main Menu - » (General Ledger- > Journals - > Joumnal Entry « > CreatefUpdate Journal Entries

Journal Entry Copy

Business Unit 2850 Copy From ID 0000500655 Copy From Date 06/30/2030(
Joumnal ID NEXT Ledger 2 everse Signs
Joumnal DatEﬂ 1 New Ledger Recalculate Budget Date
ADE Date Document Type Save Journal Incomplete Status
Currency Effective Date Eﬂ
Reversal Date ADB Reversal Date
®! Do Not Generate Reversal Same As Journal Reversal
Beginning of Next Period On Date Specified By User
End of Next Period ADB Reversal Date

Next Day
Adjustment Period

On Date Specified By User

Adjustment Period QL
Reversal Date [5)
OK Cancel Refresh

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit



YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor should updated the Header page:

1 — Change the Long Description to reference the A-8 entry

2 — Change the adjusting entry to Non-Adjusting Entry

3 — The fiscal year should be the new fiscal year

4 — Source should remain ACC. Transactions entered as ACC in 998 are reversed as ACC. If not,
this may cause reconciliation issues and require extra posting.

5 — Period should be 1

Favaorites - Main Menu - » General Ledger~ > Journals~ > Joumnal Entry » > Create/Update Journal Entries

Header Lines Totals Ermors Approval

Business Unit 8860 Department of Finance Journal ID 0000500656 Journal Date  07/01/20XX

Journal Description/Legal Authority

| Reverse JRNL 0000500655 (FY20XX A8 Accounts Payable Accrual) il 1
and Reason for Reguest

219 characters remaining

*Ledger Group MODACCRL |3 Adjusting Entryl Non—Ad!usting Entr¥ I 2 N

Ledger Q Fiscal Yea 20XX 3
SCO Type of Transaction Q period] ., |q 5
ssourcefacc_____Ja 4 ADB Date|_07/01/200 |
Reference Number/SCO TC [J Auto Generate Lines
Journal Class aQ, [ save Joumal Incomplete Status
ps TC oL a [ Autobalance on 0 Amount Line
SJE Type v Lcta

Currency Defaults: USD / CRRNT /1
Attachments (0)

Reversal: Do Mot Generate Reversal Commitment Conirol

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 18



A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will run the Edit Journal process:

1 — Go to the Lines tab. Notice that the lines are opposite signs of the A-8 entry. The ENY and
Budget Date should not be changed, and should match the A-8 entry.
2 — Select Edit Journal, and click Process.

3 — The Journal Status and Budget Status should show V for Valid after the Edit process is
complete.

4 — Notice how the debits and credits equal each other for the reversal of the invoice accrual
entry. The reversal entry will create negative debits and credits.

Main Menu - » General Ledger- > Journals = > Joumnal Entry » > CreatefUpdate Journal Entries

tea]:ar Totals Errors Approval
Unit 3880 Joumnal ID 0000500856 Date 07/01/20: Errors Only
Template List Search Criteria Change Values View Audit Logs
Interfintralnit “Proceslecli: Journal IZ A I Process I 2 Line| 3
Lines Personalize | Find LE;l
Select Line *nit *Ledger ‘EETFFDP Fund ENY Account Alt Acct Program Rptg Structure Amount Budget Date
3860 |Q MODACCRL 001 |Gy 0001 |G [20XX|Q 5150700 |Q (DOODONG, ©770010 |Gy 88604000 |Gy -2,900.00 DE/30/2000K
2 8860 |3 MODACCRL D01 |GQ (0001 |G (20XX|Q |5340330 |G (000DDDIGy 6770010 |y (38604000 (O -470.000 06730520
3 8860 | MODACCRL o001 (@ 0009 @ (205K 2000100 |C (DOODDONG, 6770010 |Ch | 88604000 |Ci 3,370,000 |D&/30/203¢
3
Lines to add 1 =]
Totals Personalize | Find | View Al | (2] [ First ‘4 1of1 ‘®' Last
Unit Total Lines Total Debits Total Credits Joumnal Status Budget Status
8860 3 4 -3,370.00 -3,370.00 W W 3

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 19




YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will submit the Journal for approval:

1 — Select Submit Journal

2 — Click Process. The journal will workflow to the GL journal approver, and your journal will show
as Pending. Once approved and the journal has gone through the batch process (adhoc or
overnight), the Journal Status will show as P for Posted.

Main Menu - General Ledger~ > Journals » > Joumal Entry - CreatefUpdate Journal Entries
Header Lines Totals Errors Approval
Unit 8860 Joumnal ID 00005006856 Date 07/01/200 Errors Only
Template List Search Criteria Change Values Wiew Audit Logs
Interfintralnit *Process | Edit Journal | Process | 2 Line| 3
Budget Check Journa
Lines Copy Journal Personalize | Find | &9 E&
Delete Journal
Select Line *Unit *Ledger Al Edit  Pre-Check Alt Acct Program Rptg Structure  Amount Budget Date
Edit Chartfield
8860 |Q MODACCRL [0 EC"TtJUUf”a'I b D0000DIG, 6770010 |Gy (33604000 |Q -2,200.00 D&/30/20XX
ost Journa
2 3860 3 MODACCRL 0f Print Journal i, [D00DDOIG, 6770010 Q [88604000 |Gy -470.00( [D&f3020HK
Refresh Journal
3 3360 |Q MODACCRL 1| I RaTaET 00000MNQ, 6770010 | QL 88604000 | 3,370.00 D6/30/20XX
3
Lines to add 1 =]
Totals Personalize | Find | View All | (2 | E First ‘&) 10of1 &/ Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
2360 3 -3,370.00 -3,370.00 W W
5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 20




YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor should reverse the encumbrance reduction entry in Period 1 of the new fiscal

year. The steps are:

1 — Navigate to General Ledger > Journals > Journal Entry > Create/Update Journal Entries, and

click on the Find an Existing Value tab

2 — Input the journal ID to retrieve the encumbrance reduction entry.
3 — Click Search. The encumbrance reduction entry should appear.

4 — Click on the Journal ID

1 Main Menu - » (General Ledger~ > Journals = >

Joumnal Entry - >

CreatefUpdate Journal Entries

Find an Existing Value Aodd a New Value

Search Criteria

Husiness Unij = ¢ a=bl) :'_'{
Joumal |10 begins with 1' 2
Journal Date | = v W
ant Se & Mumb aging
Line Business LU T L-"\
Journal Header Status| = v

Budget Checking Header Stalus) = ¥ ¥

Source| = ¥ Q,

Message Cooe| begins with v Q

By | begins with » qQ
Attachment Exist = T v

Case Sensitive

3| Clear | Basic Search &

Search Resulis

View A
. Document Line Journal Budget . Journal  Journal  Jowmnal Met

Business . Journa UnPost . X § Ledger Message Cumency .

= Journal 1D . Sequeence Business  Header Checking . Source . Total Toital Statizbcal Jowmal Description

Unit Dt Sequence § o Group Code Code .

Number Unit Status Header Status Lines Debits Urits

8860 000 blank 8560 Posted Valig MODACCRL ACC  (blank) USD 2 0 ] FY 20X Encumbrance Red

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit
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YE - A-8 — Accrue Expenditures (active POs) (cont’d)

To reverse the encumbrance reduction entry, the GL Processor should:
1 - Go to the Lines tab

2 — In the Process field, select Copy Journal

3 — Click Process

Main Menu - » General Ledger- > Journals = > Joumnal Entry » > CreatefUpdate Journal Entries

beader]- Lines Totals Errors Approval
Unit 2860 Joumal ID Q000500676 Date (Qg/30/200 Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/intralnit *Process § Edit Journal v I Process | 3 Line 2
Lines 2 Personalize | Find | ] &
Select Line *LInit *Ledger Al Edit/ Pre-Check Alt Acct Program Rptg Structure  Amount Budget Date
Edit Chartfield
1 3360 |Q MODACCRL [ Ed'ttJJﬂuma'l b, [0ooooolq, 770010 |Gy (33604000 |Q -2,300.00 0B/30/20XX
ost Journa
2 2860 @, MCDACCRL 0| Print Journal i [DO0DDDMCY 6770010 Q) [B8E04000 Ty -470.00 06302000
Refresh Journal
1 Submit Journal *
Lines to add 1 =]
Totals Personalize | Find | View ANl | B | E First ‘4’ 1of1 “® Last
Unit Total Lines Total Debits Total Credits Journal Statusz Budget Status
23860 2 0.00 3,370.00 i v

5/30/2019 Prepared by Department of Finance, Fiscal Systems and Consulting Unit 22



YE - A-8 — Accrue Expenditures (active POs) (cont’d)

Edit the Journal Entry copy:
1 — Change the date to 07/01/20XX for Period 1 of the new fiscal year.

2 — Check the Reverse Signs box
3 —Click OK

Main Menu - » General Ledger- > Journals = > Joumnal Entry » > CreatefUpdate Journal Entries

Journal Entry Copy

Business Unit 232860 Copy From ID Q000500675 Copy From Date 06/30/2033
Joumnal ID NEXT Ledger 2 euerse Signs
Journal Datg 07/0120xx |5 1 New Ledger Recalculate Budget Date
ADB Date Document Type Save Joumnal Incomplete Status
Currency Effective Date EI]
Reversal Date ADB Reversal Date
*' Do Not Generate Reversal Same As Journal Reversal
Beginning of Next Period On Date Specified By User
End of Next Period ADB Reversal Date

Mext Day
Adjustment Period
On Date Specified By User
Adjustment Period (o}
Reversal Date El

Cancel Refresh
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YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor should update the Header page:

1 — Change the Long Description to reference the encumbrance reduction entry

2 — Change the Adjusting Entry to Non-Adjusting Entry
3 — The fiscal year should be the new fiscal year

4 — Source should remain ACC. Transactions entered as ACC in 998 are reversed as ACC.

5 — Period should be 1
6 — Verify that Commitment Control shows as Encumbrance and click “OK”.

Favaorites - Main Menu - » General Ledger~ > Journals~ > Joumnal Entry » > Create/Update Journal Entries

Header Lines Totals Ermors Approval

Business Unit 8860 Department of Finance Journal ID 0000500680

Journal Description/Legal Authority
and Reason for Reguest

| Reverse JRNL 0000500676 (FY20XX Encumbrance Reduction from A-8 Entry
Related to PO)

Journal Date 07/01/20XX

=1

*Ledger Group MODACCRL |3 Adjusting Entryl Non—Ad!usting Entr¥ I 2 N
Ledger Q Fiscal Yea 20XX 3
SCO Type of Transaction Q period] ., |q 5

ADB Date|_07/01/200 |

[J Auto Generate Lines

ssourcelacc a4

Reference Number/SCO TC

[ save Joumal Incomplete Statye

Journal Class a
ps TC Gl a [ Autobalance on 0 Amgft Line
SJE Type - Lcra

Currency Defaults: USD / CRRNT /1
Attachments (0)

Reversal: Do Mot Generate Reversall Commitment Control I 6

6
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Commitment Control

Commitment Control Amount Type

Actuals and Recognized
Pre-Encumbrance
Collected Revenue
Actuals, Recognize and Collect
Planned

Bypass Budget Checking

Override
Override User ID
Override Date
‘ Cancel Refresh
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YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will run the Edit Journal process:

1 — Go to the Lines tab. Notice that the lines are opposite signs of the encumbrance reduction. The
ENY and Budget Date should not be changed, and should match the encumbrance reduction
entry.

2 — Select Edit Journal, and click Process.

3 — Verify that Journal Status and Budget Status shows “V” for Valid once the Edit process is
complete.

4 — Notice how there is no debit amount for the reversal of the encumbrance reduction entry. The
reversal entry will show a negative credit amount.

Main Menu - » General Ledger- > Journals = > Joumal Entry » » CreatefUpdate Journal Entries

V]_ Lines Totals Errors Approva
Unit 8280 Jourmnal ID 0000500680 Date 07/01/20XX Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/intralnit *Process | Edit Journa | 2 v | Process | 2 Line
Lines Personalize | Find | &V | &5
Select Line *Unit *Ledger ;’:;':mm Fund ENY Account Alt Acct Program Rptg Structure Amount Budget Date
ad "
Q MODACCRL 001 Q 0001 Q 20XX'Q 5150700 Q  000000(Q, 6770010 Q 88604000 Q 2,90000 06/30/20XX
Q MODACCRL 001 Q 0001 Q 20XX Q5340330 Q  000000IQ 6770010 Q 88604000 Q 47000 06/30/20XX
»
Lines to add 1 B B3 @A
Totals Personalize | Find | View All | &Y | &8 First b Las
Unit Totai Lines Total Debits Total Credits Journal Status Budget Status
4 0.00 -3,370.00 v Vv 3
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YE - A-8 — Accrue Expenditures (active POs) (cont’d)

The GL Processor will submit the Journal for approval. The steps are:

1 — Select Submit Journal

2 — Click Process. The journal will workflow to the GL journal approver, and your journal will show
as Pending. Once approved and the journal has gone through the batch process (adhoc or
overnight), the Journal Status will show as “P” for Posted.

Main Menu - » General Ledger- > Journals - > Joumal Entry » > CreatefUpdate Journal Entries
Header Lines Tofals Errors Approval
Unit 33860 Joumnal ID 0000500620 Date 07/01/20MX Errors Only
Template List Search Criteria Change Values “Wiew Audit Logs
Inter/intraUnit *Process FEF Jourmal v l Process | 2 Line| 10
Budget Check Journa
Lines Copy Journal Personalize | Find | 1| [E4
Delete Journal
Select Line *Unit *Ledger Al Edit / Pre-Check Alt Acct Program Rptg Structure Amount Budget Date
Edit Chartfield
8860 |Q MODACCRL [0 Edlitmumall h DDODOOIGR (6770010  |Qy (68604000 |Qy 2,900.00 06/30/20
ost Journa
2 8860 |G MODACCRL  |0f Print Journal n 0000DOICG, 6770010 | |B8604000 |Gy 470,00 06/30/20%
Refresh Journal
Submit Journal 1 4
Lines to add 1 =] [
Totals Persanalize | Find | View All | B | E First ‘4 10of1 ‘&' Last
Unit Total Lines Total Debits Total Credits Joumnal Status Budget Status
8560 2 0.00 -3,370.00 W W
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YE - A-8 — Accrue Expenditures (active POs) (cont’d)

Tips:

* Voucher and submit actual expenditures to SCO by cutoff dates if possible.
This reduces the amount of A-8 entries for year-end.

* Do not separate goods and services invoices with active POs into supplier
classification groups. The current liability account used for these invoices
should be 2000100 (Accrued Accounts Payable). This ensures that
MODACCRL and Budgetary Legal Ledger reflect consistent information.

* Record accrual entries in Period 998, source of ACC, and entry of Adjusting
Entry.

* Record reversal entries in Period 1 of the new fiscal year, source of ACC,
and entry of Non-Adjusting Entry.

* For encumbrance entries (both accrual and reversal), commitment control
should be Encumbrance.



